1976 INDEX 


By volume (page) 
Book Reviews in italics 


CERTIFIED PROFESSIONAL 

SECRETARY 

Summary of Errors Encountered in Grad- 
ing Part V, 1976 CPS Examination, 
Dr. Lillian H. Chaney, 10(32) 

Your Career Credibility (Capstone), 
10(14) 


EMPLOYMENT 
Why Women Work, 10(8) 


GRAMMAR & USAGE 


A Communication Fallacy: The Word is 
not the Thing, Dr. William G. Sav- 
age, 11(20) 

The Communicator, 3(21) 

Word Watching, Sarah Montoya, CPS, 
Interpretations, 1(10), Straight 
Thinking, 2(20), Winners and Los- 
ers, 3(20), Speiling about Spelling, 
4(14), That/Which, 5(18), Early 
America-Noah Webster, 6(6), Plain 
Speaking Or, how to eschew obfus- 
cation, 9(38), American English to 
1976, 10(12), Words of Distinction, 

11(38), ‘‘How’s that again,”’ 12(20) 


HUMAN RELATIONS 


Secretary on the Spot, bypassed for pro- 
motion, 1(22), in a nonexempt sta- 
tus, 2(22), with the dearest friend, 
3(24), with a psychologist, 4(18), 
with the purchasing agent, 5(40), 
with office gossip, 6(52), with the 
nonsmoker, 9(42), with ‘‘Profes- 
sional’’ status, 10(36), with the per- 
petual “‘latecomer’’, 11(34), ‘‘in 
upward mobility, 12(26) 


HUMANITIES 

Influence Others with your Voice, Elea- 
nor M. Marshall, 1(6) 

Music—A World Language, Paul Cra- 
croft, 1(18) 

The Humanities, 1(12) 

The Humanities for a World of Indus- 
try, 1(14) 


MANAGEMENT 

After X and Y Comes Z, J.M. Colin, 
5(8) 

Earnings Gap Between Women and Men 
Has Widened, 12(22) 

Leadership Styles and the Manager, Dr. 
Thomas R. Miller, 11(14) 

Proceed with caution: Communication 
Barriers, C.B. Stiegler, Ed.D. , 2(6) 

The Successful Manager/Secretary 
Team, 3(21) 

Your Management Partner, Geraldine 
Kline, Ph.D., 4(6) 


MISCELLANEOUS 


Close your Company’s Communication 
Gap, Ruth E. Chase, 4(8) 

Consider the Source, Fran Riley, 6(16) 

Does Body Language Really Give You 
Away?, Thomas Inman, 3(12) 

Economics, Louise A. Spivey, MBA, 
CPS, 12(10). 

Equal Rights Admendment — What it 
will and will not do, Fran Riley, 
12(6). 

How Wall Street Works, Frederic Rus- 
sell, 2(10) 

Office Gardeners ‘*A Growing Group’’, 
3(16) 

Postmarked, 12(24) 


Symbol Signs—is a picture worth 10,000 
words?, 6(48) 

Women and Business, Jackie C. Durand, 
CPS, 9(6) 


NSA 

Association Headlines, 1(29), 2(29), 
3(29), 4(41), 5(45), 6(55), 9(45), 
10(41), 11(45), 12(32) 

Candidates for International Board of 
Directors and Trustee Candidates, 
NSA Home Trust Fund, 5(28) 

E PLURIBUS UNUM, Lillian E. Bill- 
meier, CPS, 9(34) 

International Catalog, 6(57) 

The Professional Way, 2(12) 

Success is a Journey not a Destination, 
Frances B. Jakes, 9(4) 

A Temp’s eye-view of NSA World Head- 
quarters, 6(38) 


NSA INTERNATIONAL 

CONVENTION 

1976 Houston, 2(26), 3(22 & 23), 4(28, 
30, 32, 35 & 37), 5(24, 27, 35, 37 
& 39), 6(43), 9(24 & 25) 


OFFICE PRODUCTS AND 

EQUIPMENT 

Copying Convenience, Mary Ann Gaff- 
ney, 6(26) 

From Quill to Querty, Andy Holb Jr., 
6(29) 

In the Spirit of 76, 6(22) 

The Secretary Mart, 1(24), 2(24), 3(26), 
4(26), 5(42), 6(50), 9(40), 10(38), 
11(42), 12¢ ) 

Sorry sir, we have no listing for George 
Washington, Frank O’Grady, 6(22) 
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RETIREMENT 

International Bazaar, 4(31), 5(26) 

**13’’ A Lucky Number for Vince and 
Doris Woerner, Fran Riley, 5(12) 

The Night Before Christmas at Vista 
Grande, 11(30) 


SECRETARIAL PROCEDURES 

Beat That Clock with Time Manage- 
ment, Mary C. Lock, 12(18) 

Clerical & Secretarial Systems for the 
Office, 3(21) 

Excel at Professionalism thru in-compa- 
ny training, 3(8) 

Mini-Quiz, 1(26), 2(28), 3(28), 4(24), 
5(21), 9(44), 11(44), 12(30) 

Planning and Conducting an In-Plant 
Secretarial Training Course, Evelyn 
M. Seranne, 9(12) 

Produce Mailing Labels Easier and Fast- 
er, 11(40) 

The Secretary’s In-basket Part V of the 
1976 CPS Exam, 10(24) 

You Can Cut the Cost of a Letter, Jo 
Ann Hennington, Ph.D., 9(10) 


SECRETARIAL PROFESSION 

Are Secretaries Satisfied with Their 
Work?, William I. Gordon, John R. 
Miller and Mark G. Mindell, 11(6) 

Are you in the ‘‘Ghetto’’? Jen Stein- 
brenner, 5(6) 

Going Somewhere?, Jen Steinbrenner, 
9(14) 

How to Improve and Enhance the Image 
of Secretaries, 1 1(26) 

Is the Secretarial Field right for you?, 
Jen Steinbrenner, 6(10) 

‘*and Other Related Duties,’’ Catherine 
Miller, 12(16) 

Pride, T.A. Duckworth, 4(12) 

Pride . . . Secretaries Week, Frances B. 
Jakes, 4(21) 

The Pursuit of Self-Fulfillment, Elsie 
Kerbow Simmonds, CPS, 11(18) 

Pygmalion and the Professional Secre- 
tary, Alma Baron, Ph.d., 12(12) 

Quick Experience Plan for Secretaries, 
Jen Steinbrenner, 11(10) 

A Secretary’s Job Description is Unique, 
Phyllis Hainline Peck, 2(18) 

Secretaries Count, John Schuster, 9(20) 


Secy’ Week . . . for all Secretaries Ev- 
erywhere, Marie Coffey, 4(22) 
What do you know about the Secretarial 
Profession?, Jane Goldstein, CPS, 
10(6) 

Where do you go from here?, Jean Jant- 
zen, 3(6) 


SECRETARIES 

Charles Thomson-The Perpetual Secre- 
tary, 6(34) 

1976 International Secretary of the Year 
Contest, 9(28) 

Methodists, White Paint and The Maybe 
Bag, Patricia Levine, 10(10) 

Pride in Professionalism, Ruth Gordon, 
CPS, 9(30) 

Secretary to an Ombuds. . 
Alice Toman, 1(20) 


. what?, 


SEMINARS 


CPS 1976 Seminars, 1(27), 4(39) 
Educational Seminars, 4(33), 5(32) 





NOW YOU CAN KEEP YOUR PLACE 
WITH YOUR FOOT. 


Nothing wastes more time than interrupting your typing to 


find your place on the page. 


So, Facit has designed a way to keep you going on foot. 
It’s the Facit Liner, the new electric data presentation machine 
with the smooth pedal operation that leaves your hands free and 


your view clear. 


With Facit Liner, your work is always in full view on the sturdy 
lectern, so there’s never any fumbling for lost pages or hidden inserts. 

You won't have your hands full of extra copy either. Our two- 
way spring clip handles batched, bound, or single sheet data, as well 
as hard backed copy. It even holds finished pages in the back. 

All you do is set the line indicator and step. You'll find yourself 


leaping through work that took hours before. 


Anyone who needs hands free operation at the keyboard will 
find the new Facit Liner a perfect com- 
panion. Because Facit, makers of 
quality office equipment, is always taking 
new steps to make work easier for you. 

For more information, consult 
your Yellow Pages for the Facit dealer 
nearest you or write Facit, 66 Field Point 
Road, Greenwich, Conn. 06830. 

You'll find Facit is keeping track of | 
all your office needs. 


THE FACIT LINER 
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